
FOR AGENCY WE 

c 4pplication h i e  

8/8/85 

85-01 
ipplicotion Number 

_Ic_- --F------_----& 

Application for  Examination & Rating of  Training 
and Exqerience Files (Employment A p p l i c a t i o n L  -_ lulY77L!rEG-*.  _I -.IL - 

What is the function of the Division and the Office in which this record series is  created? 

Earliest Latest 

i. Division and Office Function 

--- 
FOR RECORDSMANAGEMENT USE 

--I-~___I__._ 1. Agency Address 

Ga. State Merit System of Personnel Admin, 
200 Piedmont Avenue 

Atlanta, Georgia 30334 AU6 3 0 1985 I dCT 9 1985 

Application Number 

€32-8044 
_I__-_ - - 

Applicant Services Div. , Rm 418-Balcony DateReceived Date Completed 

-I---- ___-I - -I -I--- __ __ - - 

The Applicant Services 0 
t o  determine e l i g i b i l i t y  
reservations, making pub 
examinations, conducting 

vis ion is  responsible fbr  examining applicants for  positions 
for  employment, including scheduling examinations, making 
i c  announcements, provid ing  place of examination, developing 
tests , grading exams, and notifying applicants. 

f 

-11----__~ - - I--- - I - -. __ I - - - - -. . - - - . - I 
1. Record Series Deraiption 

Documentsrelatingto: applying for  admission to  take an examination o r  receive a rating of 
training and experience for  a Merit System Job Class. 

Indudedare: State of Georgia Application for  Examination (form MS 27-1);  ( i f  applicable) 
Tra n i n g  and Experience Evaluation Sheet (form MS 21-6); and amendments t o  
App ication - Veteran's Preference documents (no form name o r  number). 

This file contains the following documents (include form numbenand titles, if any): 
Attach samples of the file. 

File isarranged: Chronologically by date data entered into the computer system and for  
announced classes only by class t i t l e .  . -. , .\,.':-- . ~ . .  L ~- , =  

3 -. ' > .. .. ~C .~ - + .~ . - 5  . 
_.-~_.--I~.__ - . . - _ _  -. - - - . ~- _ _  

I. Monthly Reference Rate How often are records referred to which are: 

One to six months old 300 ; Seven to twelve months old 20 ; Thirteen to twenty-four months old ---, 
twentyfive months and older _- 7 
-I- . __.Y_l .P - -..._-_ -__I_...~__~ ~ 

L .  

100-135 C U . f t .  
L Annual Rete of Accumulation of Records 

Letter-size drawers ----; Legakize drawers ~. ; Shelves _-~__ ; Other (wecify) --- ii i!. . .  



-_I--- 

-- 
analyzed and/or recorded in a summarized report? 

l_-l__ __ 

a. State'Law years. '. d. Audit period i years. 
years. 

~- 2 
b. Statutr of limitation ,, 

c. Federal law -years. f. Federal retention instructions -,years. 
~- ~~ e. Administrative need b_ 2% ~ . ~~ 

~ ~. -~ .. ~~~ ~ ~~~~~ 
. ~. -_years. ~- ~ ~ ~~ 

Attach copy or excert of laws or regulations. Explain administrative need. 

29 C.F.R. 1602.31 (State. and Local Governments) - 2 Years 

----.---- -- -_ -__ 
12 Approvrd Dlspodtion Instructions This agency recommends that the f i le series be cut off a t  the end of each: 

.-- 
0 Calendar Year: 0 Fiscal Year; mother L m O @ l S . h d i n g  Mar. 31, en, 

June 30, Sep t .  30, Dec. 317 
a: Hold in the current files area - month(s) 
0 Transfer to local holding area; hold 
a Transfer to State Records Center; hold 

0 Transfer to State Archives for permanent retention. 
el Other (specifyl 

1 
year(s); then 

yearb); then 

1 year (11 ; then 
Destroy. 

NOTE: In the event a charge o f  discrimination has been f i l ed ,  or  an action 

The! inn 

charge o r  action. 
.- .- ~. - ~ 

brough t  by the Equai Employment Opportunity Commission or  the Attorney 
General, these records must be retained until  final disposition o f  the 

-~ - 

ctic a l l  pr ic  1 fu r U Jlations of the sei S. 

raph 12 are approved. 
If dhaDD,otoVed. attach letter 

State Auditor/Designee 

Attorney General/Designee 

.~ . /  r- . ~ ~ 

I-SO-71; R w .  76 
I - . .. 



RECORDS MANAGEMENT DIVISION 

3/10-82 
oolieation Number 

82-002 
- .  

INSTRUCTIONS See Publicatiqn No. 76-RM-1 for instructions on completing th is  form. Forward signed origfnal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia. 30334, 
Attention: Scheduling Section. 

FOR AGENCY USE 1. Agency Address FOR RECORDS MANACiEM€NT USE 
c.alicsxion Dan Ga. S ta te  M e r i t  Svstem o f  Personnel Admin. ADolicattonNurnber 

p.2- €30 I Appl icant Service; -0 iv is ian  ' 
Room 572 
244 Washington St ree t ,  S.W. 
At lan ta ,  Georqia 30334 

ReCeNSd Dets Completed 

MAR 1 6 1982 I VRZ 3 1982 

iarlien Latest 

u l y  1977 I Present 

Jeanie Johnson Of f i ce '  Supervisor 656-2728 
I. Action Rquested . _  a- 0 Estabiisn Aetktion Schedule: pard  will continua to accumulate. . _  

App l i ca t i on  f o r  Examination & Rat ing o f  T ra in ing  
and Experience F i l e s  (Employment App l ica t ions)  

'. Remrd Series Description 

Documentsrelating to: apply ing f o r  admission t o  take an examination o r  rece ive  a r a t i n g  o f  
t r a i n i n g  and experience f o r  a M e r i t  System Job Class. 

Indudedare: 

T h i s  file contains the following documents (include form numben and fitlet. if any): 
Attach samples of the file. 

State o f  Georgia App l i ca t i on  f o r  Examination 
T ra in ing  L Experience Evaluat ion Sheet 
App l ica t ion  - Veteran's Preference documents (no form name o r  number). 

(form MS 27-1); ( i f  app l icab le )  
(fcrrrl KS 21-61; and amendments t o  

, 

File 1s arranged: ch rono log ica l l y  by date data entered i n t o  computer system, thereunder 
a lphabe t i ca l l y  by a p p l i c a n t ' s  surname. 

1. Monthly Reference Rats How often are records referred to wnlch are: 

One to six months old 300 . Seven to twelve months old 2o : Thirteen to twenty.four months old 2 ; 
twentv-five monrhs and older .&-? 

!. Annual Rats of Accumulauon of Remrdr 
Letter-size drawers : Legaisize drawers ; Shelves :Other (specify) _- 135 cu. ft. 

A--?0-:1. A*". 76 (Ovsr)  7 -- - . . _ -  
! - - ~~~~ - _ _ -  - -~ 

1 <  L- ~- 



- 

.. . 

y e n . _  , - *  . . .  -d.  Audit period years. ' 
. 

b. Stat- of limitation -:,-,yean. . ~ . - 0. e. Adrninistfative._~d ~ . . .~ - . *.,yearc. 
1. Sta t i bw  ' ' 

c Federal I iw . ~ . .  years. f. Federal retention instructions .A years. 

Attach cow or e x e r t  of laws or regulati6ns. Explain administrative need. 

.~ . .  -. . 
. . .  

* 
.. . .~ , .  . . .  I. ..,... ..,,' . ~ '  .. ,' 

. . ~  
: .. . - .  I ~ . *  . ~ .  - .  . .  

. .  

. 2 9  C.F.R. 1602.31 (State  and Local Governments) - 2 Years 
' : . 

. .  . . .. , a .  . .  - 
12 Appmved Dl¶Poiition~inmuctions This agencv recommends that the file series ba cut off a t  the end of each: 

0 Calendar Year: 0 Fiscal Year; ID('0ther 
- 

6 mont hs than. 

Hold in the current files area rnonth(rl year(s): then 
P T r a n d e r  to local holding area; hold 

&-Transfer to State Archives for permanent retention. 

year(s): then a Transfer to Stam Records Center: hold ,--year(s); then 
X Destroy. 

0 Other lSpecifyl 

. NOTE: 1.n the 'event a charge. of discrimination h;as been f i led ,  o r  an ac t ion  
brought by the Equal Employment Oppor tuni ty  Commission or the Attorney 
Generil, these records must be retained until  f inal  disposition .of the 
charge or  action. 

~~ 

- -~ ~ - - ~ .-> __. I.  .- _ _  . i -_ . 
~ -~ 

iqency HeadlDcdgnee (Signagtrel 

These initructions apply to all prior and future accumulations of the series, 

Date Remrds Management Officer lS!gnaturel Date 

dm jgl ,  7- 
tecornmendations in para- 
raoh 12 are approved. 
I f  dkappmved, attad, letter 
s f  explanation.) 

c/ State Recoids bmait tee fsiqnanrre) Date 

t I 
State Auditor/Designee Y 4 4 W Q L  

r 3-32-PZ 
--I 

Seaeta 



APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF S A T E  H l ~ o R Y  

MANAQEMENT DIVISION - . ---1rc a_-*--- --% 

INSTRUCTIONS: SCS Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and Hi ory, Records Management Divlslon, 330 Capitol Avenue, Atlonu, Georgia, 30p. 
Attention: Scheduling Sction. 3 

__I_L___...-*. ----* . Agency Addrom 

200 Piedmont Avenue 

Atlanta, Georgia 30334 

- 
Ga. S t a t e  Mer:t System of 

~ _ - -  -.-- 
Dm Comglated Applicant Services Division, Rm 

-----.---- 

2. PorconmContact Working t i t l e  
Jeanie  Johnccn 

shaJIa L J C  d s o  S. AaionPWwrtrd 

a h c d d  * 8 Z - 00, y/23/52 . 1. 0 Estabiim Retention Schedule; rocord will continua to accumulate. 
b. 0 Diqmse of present accumulation; no further accumulation a idpatad. tRV\.*w 

7-23- 
c. Gt Amend Awl iat ion No.---_ Check One: 83'chs&: 0 S U W ~ ~ L Q & i d _  __-- 

5. R o a d s  &rks litk (followed by  tide uobd in office; if different) 

Application f o r  Examination & Rating of Training 
and Experience F i l e s  (Employment Applications) -___ - _I--- ___ 

What is the function of the Division and the Office in which this record series IS created? 
T 1. D m r  of &ria 

Earliest Latest 

uly  1977 1 Present 
1. Division and Mfio Function 

_- - I __ 
The Applicant Services b iv is ion  is resporisibie f o r  examining appl icants  f o r  
pos i t ions  t o  determine e l i g i b i l i t y  f o r  employment, including scheduling 
examinations, making reserva t ions ,  making pub l i c  announcements, providing 
place of examination, developing examinations, conducting tests, grading 
exams, and no t i fy ing  applicants.  

----XI---- -_- l_ll_- ---- __I 

f. R m d  hrkr h w i p t i o n  

&mntrrrlatingto: applying f o r  admission t G  t ake  an exar ina t ion  o r  receive a r a t i n g  of 
t r a i n i n g  and experience f o r  a Merit Sgstec: Job Class. 

Indmdj re :  Sta te  of Georgia Application f o r  Examination (form MS 27-1) ; ( i f  applicable) 
Training and Experience Evaluation Sheet (form MS 21-6); and amendments t o  
Application - Veteran's Preference documents (no form name o r  number). 

This filo contains the following documents (Include form numbers and tide& if any/: 
Attach tampkt of tho fik. 

, 9 .  

orrcj INCL L ILZ, fb &Fk. SO s peas 4 
File is arrmged: chronologically by da te  da t a  en tered  i n t o  t h e  camp%$-system and for  p,/ 

announced classes only by class t i t l e .  . . . ---_ 
m h l y  Rderoncr Rita Howoftrn aro rr&di raferrd to which era: 
b 0  to six months old 300 SIwn to hwlvo months old 20 ; Thineon to twenty-four months old 
. &onty.five months and older 

1. Annd &to of Accumuldon of Aomrdr 
? #me- --- --- 

Lottw4in drMWf1 : LqBl-sin prawarr w; s!lelvr 

-~ 1 . (OW) 
4 

, . .  I. .. . . .". .: -. i 
, ,. .. . . 

.::; . ~. 



. _ _ _  ” _._^ -- -- -_ .. .-- - -- _PI. 

- 
-_c- -p-...---n.*--I--= - ” -. ---I_ - 

a. Is this the official copy of the mries? . .  c 
I______ --_--- i -  - -  

~ _-._. __ - 
ential information requiring security handling? If yes, cite law or regulation. 

_c_I__--_I_--I___--.- 
i __ _- ___ 7“--------  .- -- - 

ile for a long period, could these 

c. Is this a vital record? 

chvalwL-- -_ _--&-I _-_ 
LirbPdZ_w-m..--- __-I_. -_ - __ - - -- I ----- _- - 

I 

ntained in this series ever analyzed and/or recorded in s summarized report? 
I ---___-- -_.-- - --- -- - -  --____ 

ion of th is  series in your offim. or in another o f f ia  or agency? 
--- ----- --- 

- - _--__.I _-__ 
n L i s t  of El ig ib les  & various - GEMS reports. 

a. S t a t l b w  ..- ,yean. d. Audit period --_-years. 
b. Statute of limitation ,,--.---.-years. e. Administrative need --- 2 %!$L-years. 
c Federallaw -------.--years. f. Federal retention instructions ----__.years. 2 

Attach copy or exert of laws or regulations. Explain administrative need. 

29 C.F.R. 1602.31 (State and Local Governments) - 2 Years 

-------___ I 
--- 

12. Appoml DlsPorltbn Instructions This  agency recommends that the file wries be cut off at tho end of a&: 
0 Clkndn Year: 0 Fisal Year: PP O t k  

- a months ’ ‘then . 
nding Dec. 31, 4!iE%-3o,ac) a Hold in the ammt files Yea rnonth(S) 1 . ycar(s); then 

0 Trandr to local holding area; hold year(J; then 
Trandr to Stam Rmrds Center; hold 1 -year(d; then 

Ex Destrav. 

0 oum (SmiW 
0 frMdW to state Archives for permanent retention. 

NOTE: In the event a charge of discrimination has been f i l e d , . o r  an action 
brought by the Equal. Employment Opportunity Commission or the Attorney 
General, these reeords must be retained unt i l  f i n a l  disposition of the 
charge or actjon. 

h a  instructions rpply to a l l  prior and future accumulations of the series. 

IQ- 

Recommendations in para- 
graph 12 ara approved. 
(If dimppmwd, m r d ,  kt8w 
oi  explatutim.) 

Date 
I 

- 
I .  - State Audltor/Desipnee 


